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Requirements

• For both air emissions inventory (EI) and 
Under-Thresholds-Notifications (UTN), 
contact data must be reviewed and 
updated

• A Web Access Management System 
(WAMS) ID and air emissions inventory 
submittal role are required to review and 
report contact data. See Credentials and 
Access presentation for directions on how 
to acquire these.
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Procedure

1. After the WAMS 
account is created and 
the air emissions 
inventory submittal 
role is granted, access 
the Air Reporting 
System (ARS) by 
clicking the LOG IN tile 
on the DNR 
SWITCHBOARD 
webpage and log in.
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https://dnr.wisconsin.gov/topic/Switchboard


Procedure (cont.)

2. On the Switchboard homepage, click My 
Facilities & Roles in the upper right.
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Procedure (cont.)

3. Click the correct facility link.
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Procedure (cont.)

4. Click the Annual Air Emission Inventory to 
open the Air Reporting System.
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Procedure (cont.)

5. On the ARS home page, click Update 
Contacts.
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Procedure (cont.)

6. On the Contact Form page, review 
contacts data.  If no changes are 
required, click Contact Information is 
Complete.
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Procedure (cont.)

7. If existing contact info needs to be 

updated: 

a. Choose the contact.

b. Choose the Correct person; wrong 

contact information edit action.
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Procedure (cont.)

7. c. Update info.

d. If the mailing

address is un-

known, click the

check box.

e. Click Save.
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Procedure (cont.)
8. If a new contact role needs to be assigned to a person 

that has another role at the facility:

a. Select the contact to change. 

b. Choose the appropriate Edit Action.

c. Click Save.
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Procedure (cont.)
9. If a new contact role needs to be assigned to a person 

that had a role at the facility: 

a. Select the contact to change. 

b. Choose the appropriate Edit Action.

12

#a

#b



Procedure (cont.)
9. c. Select the contact to whom the role is changing. 

d. Click the Make selected be _____ CONTACT.
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Procedure (cont.)

10.After making updates, click Contact 
Information is complete.
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Procedure (cont.)

11.If a contact needs to be changed to a person that 

has never been associated with the facility, send 

below information to 

DNRAMEmissionsInventory@wisconsin.gov: 

• New contact’s role

• Name

• Email address

• Phone number

• Mailing address and 

• Job title 
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mailto:DNRAMEmissionsInventory@wisconsin.gov


For EI and Air Reporting 
Switchboard Help

• Contact the facility-assigned compliance 

engineer.  On the DNR’s website, find the 

compliance engineer’s contact information by 

using the AIR PERMIT SEARCH tool to locate 

the facility and select the DNR Air Contacts tab.

- OR -

• Email: 

DNRAMEmissionsInventory@wisconsin.gov
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https://dnr.wisconsin.gov/topic/AirPermits/Search.html

